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Introduction 


Looking  for  work?  Having  a  hard  time 
keeping  work?  This  booklet  can  help.  It 
lists  "workability"  factors;  the  skills, 
attitudes  and  knowledge  needed  to 
work.  You  can  use  the  lists  to  keep 
track  of  what  makes  you  workable  and 
what  you  need  to  work  on. 

Why  "Workability"  and  Not 
"Employability"? 

You  may  have  heard  people  talking 
about  the  importance  of 
"employability"  skills.  These  are  skills 
needed  to  get  and  keep  a  job.  But  there 
is  lots  of  work  out  there  besides  the 
kind  you  find  in  full-time  employment. 
You  may  find  contract  work,  part-time 
work  or  consulting  work.  Workability 
factors  include  all  the  abilities  you  will 
need  to  get  work  of  any  kind,  not  just 
full-time  employment. 

What's  In  the  Workability  Handbook? 
The  Workability  Handbook  includes  the 
skills,  knowledge  and  attitudes  that 
employers  and  contract  managers  look 
for  in  workers.  These  factors  have  been 
put  into  four  groups: 

■  workability  attitudes— these  are 
attitudes  you  show  towards  tasks  or 
people 

■  universal  workability  skills— these 
are  abilities  that  underlie  all  the  work 
you  will  do 

■  work  know-how— these  are  abilities 
needed  to  work  effectively 

■  work  search  strategies— these  are 
used  to  develop  abilities  to  find  work 

Each  factor  is  described  on  a  separate 
page.  The  description  includes: 

■  a  definition  of  the  factor 

■  a  checklist  of  the  specific  skills, 
knowledge  and  attitudes  that  make 
up  the  factor 


■  an  example  of  someone 
demonstrating  the  factor 

■  a  place  for  you  to  write  your  own 
example  of  how  you  demonstrate  the 
factor 

How  to  Use  the  Workability 
Handbook 

The  Workability  Handbook  will  help 
you  keep  track  of  your  strengths.  It  will 
also  help  you  pinpoint  where  you  need 
to  do  more  work.  Use  the  checklists  to 
tick  off  things  you  are  good  at,  and  fill 
in  the  "personal  evidence"  sections 
with  examples  that  show  you  have  the 
skills  you've  checked  off. 

When  you  can't  check  off  something, 
get  help  learning  the  skill  from  friends, 
family,  social  workers,  teachers  or 
counsellors.  Lots  of  people  want  to 
help  you;  don't  be  afraid  to  ask. 

You  will  find  a  checklist  of  the 
workability  factors  at  the  end  of  the 
book.  You  can  use  this  checklist  to 
have  an  observer  rate  your  workability 
strengths. 

If  you  want  to  confirm  that  you  have 
the  skills  you  think  you  have,  ask 
someone  {e.g.,  employer,  counsellor, 
teacher)  to  fill  in  this  checklist  and  talk 
with  you  about  it. 

A  Note  About  the  Workability  Factors 
You  may  notice  that  many  of  the 
workability  factors  overlap  some  of  the 
others.  This  is  because  all  of  the  factors 
are  connected  in  one  way  or  another. 
Workability  isn't  just  about  collecting 
skills  one  by  one.  Workability  is  about 
putting  together  a  number  of  related 
abilities  in  a  way  that  works  for  your 
personality  and  situation. 
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dependability 

...showing  that  yon  are  a  reliable  worker  who  does 
good  work. 


You  know  you  are  dependable  when  you... 

T~[  Show  you  have  a  desire  to  work. 

TH  Show  you  have  a  positive  attitude. 

*[]~]  Come  to  work  on  time. 

*[~]  Are  organized  and  pay  attention  to  quality. 

Q  Complete  tasks  that  you  said  you  would. 

*P"|  Are  absent  very  little  from  work. 


After  searching  for  several  months,  Lee  found  work 
as  a  shipper  at  a  parts  warehouse.  He  made  a  good 
impression  by  never  being  late  and  soon  proved 
that  he  could  work  a  shift  on  very  short  notice.  ^ 
Lee  always  shipped  his  parts  on  time  and 
usually  had  time  to  help  the  people  in  the 
receiving  department  when  a  big  shipment  was 
received.  Lee's  employer  knew  he  could  depend  on  Lee 
and  he  soon  started  getting  extra  shifts. 
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f  integrity/honesty 


.acting  in  an  ethical  way. 


You  know  you  have  integrity  and  are  honest  when  you... 

T""]  Are  truthful  and  straightforward. 

T]  Know  the  set  of  values  that  you  want  to  live  by. 

Live  up  to  your  values. 

*[""]  Express  your  concerns  when  you  feel  something  might  be 
dishonest. 


Gunther  was  just  starting  a  new  job  with  a  small  mechanical  fabrication  firm.  He 
noticed  the  tool  crib  door  was  open  at  the  end  of  a  shift  one  night  and  he  saw  a 
co-worker  putting  some  tools  into  his  lunch  box.  If  it  was  theft,  he  was  worried 
about  being  blamed  as  he  was  the  last  person  in  the  area  and  a  new  employee  as 
well.  Gunther  decided  to  approach  his  supervisor  right  away  before  he  went 
home.  He  asked  his  boss  if  there  was  a  company  policy  regarding  borrowing 
tools  and  when  his  boss  inquired  further  about  what  he 
meant,  Gunther  explained  what  he  saw.  Although  he  felt 
awkward  approaching  his  supervisor,  Gunther  earned  some 
respect  for  his  honesty  and  integrity. 
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concern  for  quality 

...striving  for  constant  improvement. 


You  know  you  have  a  concern  for  quality  when  you. 

T71  Do  things  to  the  best  of  your  ability. 
T"~|  Know  the  things  you  do  well. 

Know  the  areas  where  you  need  to  improve. 
T~~]  Check  the  quality  of  your  own  work. 


Amanda  started  her  first  job  as  a  hostess  two  weeks  ago.  She  was  intimidated  by 
the  fast  pace  at  first  but  knew  that  she  was  good  with  people  and  decided  to  give 
it  her  best  shot.  She  asked  the  other  hostess  for  tips  on  improving  her 
performance  and  was  soon  impressing  both  staff  and  customers.  Amanda 
memorized  the  names  of  regular  customers  to  greet  them  by  name  and  make 
them  feel  welcome.  She  pitched  in  and  helped  the 
serving  staff  when  she  could  and  started 
looking  for  ways  to  serve 
customers  better.  By  striving  ^ 
for  constant  improvement 
Amanda  was  showing  a  concern 
for  quality. 
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f  independence  & 
initiative 


lj  ...seeing  what  needs  to  be  done,  doing  it,  and  being 
responsible  for  the  results. 


You  know  you  display  independence  and  initiative  when  you... 


Isaac  had  been  in  an  on-the-job  training  position  for  six  months.  One  night  as  he 
was  leaving,  he  noticed  the  warehouse  doors  were  not  locked  as  they  should 
|  have  been.  Isaac  locked  the  warehouse  doors.  Although  he  was  in  a  hurry  to  get 
home,  he  took  the  time  to  locate  a  supervisor  to  explain  what  he  had 
done  in  case  it  had  been  arranged  for  a  late  delivery.  It 
turned  out  to  be  an  oversight,  and  the  ^ 
employer  thanked  him  for  his  initiative.  ^ 


U 
U 
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Look  for  things  that  need  to  be  done. 

Ask  yourself  whether  this  is  something  you  can  do. 

Fill  the  need  if  you  are  able. 

Take  responsibility  for  the  results. 


Isaac  had  prevented  a  possible  theft. 


A 


commitment  to  on 
employer/work 

lj  ...showing  effort  and  commitment  to  a  project  or  an 
employer. 


You  know  you  show  commitment  to  an  employer  or  your  work 
when  you... 

[  [  Show  you  have  a  desire  to  work. 
[~~|  Demonstrate  a  positive  attitude  toward  work. 
f  (  Do  what  is  needed  to  complete  your  work. 
T""[  Do  your  best  at  work. 


Malcolm  found  his  job  as  a  receptionist  challenging.  He  played  a  lot  of  roles  in 
the  office  and  made  sure  that  the  customers  were  happy  to  ensure  repeat 
business.  Malcolm  knew  his  employer  counted  on  him  so  he  was  always 
on  time  and  did  what  was  expected  of  him.  When  the 
employer  needed  something  she  was  confident  that  it 
would  be  finished  and  filed  in  the  right  spot.  During 
slow  times  at  the  office  Malcolm  tried  to  improve  his 
English  and  computer  skills.  His  extra  effort  showed 
Malcolm's  commitment  to  his  work  and  his  employer. 
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risk-taking 


..attempting  new  methods  and  approaches  that  you 
think  yon  can  handle,  even  though  you  are  not  sure. 


■j 


You  know  you  can  take  reasonable  risks  when  you... 
F"~[  Know  how  risk-taking  is  accepted  in  the  work  that  you  do. 

CU  Know  the  boundaries  of  the  decisions  you  can  make  within 
your  workplace. 

T~|  Identify  needs  for  improvement  in  your  situation  or  work. 

Q  Figure  out  new  ways  of  meeting  the  needs  ^fiw1 
or  getting  the  work  done. 

LJ  Estimate  your  ability  to  meet  the  needs  '  [  j 

or  get  the  work  done  in  new  ways. 

I"")  Find  ways  to  back  yourself  up  if  the  new  way 
of  doing  things  does  not  work. 

f"~]  Attempt  to  meet  the  needs  or  get  the  work  done  in  ways  that 
you  think  you  can  handle. 

t7]  Assess  the  results  of  your  attempts  to  do  things  differently. 

CI  Take  responsibility  for  the  results  of  your  attempts  to  do 
things  differently 


Saleem  was  apprenticing  in  a  cabinet  shop.  A  large  rush  order  came  in  and 
another  more  experienced  co-worker  was  assigned  to  help  finish  the  job  before 
the  end  of  the  day.  His  partner  told  Saleem  to  measure  and  mark  each  1"  x  3" 
piece  of  wood  the  same  length  and  he  would  cut  them.  Saleem  had  a  suggestion 
to  speed  up  the  process,  but  his  partner  said  to  just  get  on  with  the  job.  Saleem 
offered  to  stay  overtime  on  his  own  if  his  idea  did  not  work.  He  ate  his  lunch 
quickly  and  used  the  remaining  time  to  set  up  the  saw  and  secure  it  the 
measured  length  from  the  wall.  Each  board  was  the  correct  length  when  it 
touched  the  wall  which  eliminated  measuring  each  piece.  Saleem  and  his  partner 
were  both  praised  for  getting  the  order  completed  early. 
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...showing  a  basic  level  of  caring,  concern  and  respect 
for  those  around  yon. 

a 

You  know  you  have  courtesy  skills  when  you... 

IT]  Pay  attention  to  the  needs  and  feelings  of  those  around  you. 

tf~[  Listen  to  others  when  they  speak  with  you. 

Offer  to  help  others  before  you  are  asked. 

*["""]  Follow  the  basic  rules  of  politeness  (e.g.,  saying  "please"  and 
"thank  you"). 

T71  Treat  others  as  worthy  individuals. 


Monique  could  not  understand  why  her  supervisor  was  not  pleased  with  her 
performance.  She  thought  she  pumped  gas  as  quickly  and  as  well  as  anybody 
else.  When  she  asked,  her  supervisor  said,  "You  pump  gas  and  handle  cash  and 
credit  as  well  as  anybody;  what's  missing,  though,  is  a  basic  level  of  respect  that 
makes  a  customer  want  to  come  back.  For  example,  you  didn't  ask  the  last 
customer  how  he  was,  or  ask  how  you  could  help,  or  say  'thank  you'  after  he 
paid.  It  sort  of  makes  customers  feel  like  they're  not  worthwhile,  like  you're 
doing  them  a  favour.  Maybe  you  could  try  treating  every  customer  as  if  you  were 
serving  yourself.  How  would  you  want  to  be  treated?"  Monique  had  not  thought 
about  her  service  that  way,  so  she  began  dealing  with  all  her 

customers  the  way  she  would  want  to  be   ^ 

treated.  Monique  began  to  show  courtesy  y^— i  (t^^mm 
by  asking  people  how  they  were,  making      /    \  HI 
eye  contact,  paying  attention  and 
listening  carefully  when  they  had 
something  to  say. 
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adoptability  skills 

...skills  you  use  to  make  changes  in  your  life  in  order 
to  reach  your  goals. 


You  know  you  are  adaptable  when  you... 

Q  Have  a  realistic  view  of  the  situation  you  are  in. 
"Q  Know  that  life  changes  will  cause  stress. 
T~]  Know  how  to  manage  stress. 

Are  prepared  to  make  changes  in  your  life. 
*Q  Can  compromise. 

Are  aware  that  you  cannot  control  everything. 

Are  prepared  for  the  unexpected. 


Paige  managed  a  very  hectic  schedule  in  high  school.  Besides  a  busy  social  life, 
she  worked  part-time  at  a  restaurant,  played  on  the  senior  girls'  rugby  team  and 
held  a  leadership  role  on  the  grad  committee.  Paige  found  herself  5  credits  short 
of  her  diploma  requirements  with  125  hours  of  Work  Experience  scheduled  for 
the  last  semester.  With  only  4  weeks  left  in  the  semester  and  yet  to  begin  her 
Work  Experience  hours,  her  priorities  changed  when  her  name  was  removed 
from  the  grad  list.  With  the  required  assignments  finally  completed,  she  still  had 
to  do  30  hours  of  work  experience  weekly  on  top  of  her  other  diploma  courses. 
In  order  to  graduate,  Paige  had  to  make  some  huge  compromises.  She  had  to 
give  up  rugby  practices  and  her  starting  position  with  only  two  weeks  remaining 
in  the  season.  She  had  to  ask  for  a  few  weeks  off  at  the 
restaurant.  Without  making  any  excuses,  Paige 

expects  to  graduate.  However  difficult  it  is,  she 
is  managing  her  stress  and  time  well.  She  is 
proving  her  adaptability...  odds  are  she  will 
make  it  to  graduation. 


problem-solving/ 
decision-making  skills 

■J  ...skills  you  use  to  identify  a  problem  or  issue,  know 
you  can  respond  to  it,  and  then  decide  what  response 
is  best  for  you. 


You  know  you  have  problem-solving  and  decision-making  skills 
when  you... 

Identify  problems  that  you  need  to  solve. 

Are  able  to  collect  information  about  a  problem. 

f""]  See  both  the  pros  and  cons  of  a  situation. 

Are  able  to  identify  possible  solutions. 

Q  Are  able  to  evaluate  possible  solutions  to  know  what  is  best 
for  you. 

f  |  Make  decisions. 


Kim  wanted  to  make  a 
better  life  for  herself 
and  her  family.  She 
saw  her  options  as 
either  finding  work,  going 
back  to  school  or  joining  an 
alternative  training  program.  Kim 

considered  her  goals  and  discussed  them  with  her  family.  She  weighed  the  pros 
and  cons  of  each  solution  and  effects  they  would  have  on  her  and  her  family. 
She  came  to  a  solution  and  decided  to  work  part-time  while  going  to  school. 
After  researching  school  alternatives,  Kim  enroled  in  a  program  she  found 
interesting.  She  is  now  working  at  a  part-time  job  that  she  can  keep  while  going 
to  school.  Kim  thought  things  through  and  made  some  important  life  decisions. 
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■J 


communication  skills 

...verbal  written  and  body  language  skills  that  let 
other  people  know  what  yon  are  thinking,  want  to  do, 
or  want  others  to  do. 


You  know  you  have  communication  skills  when  you... 

Q  Have  basic  listening  skills. 

Have  basic  message-sending  skills. 
*Q  Pay  attention  to  body  language. 
*["""]  Have  basic  writing  skills. 
T"]  Resolve  conflicts  with  others. 

f  [  Are  able  to  communicate  in  a  professional  manner  at  work. 


Farah  had  been  styling  hair  for  six  months.  Her  client  list  was  growing  by  the 
week  and  Farah  felt  that  her  communication  skills  were  the  secret  to  her  success. 
She  made  customers  feel  comfortable  by  making  eye  contact  and  looking 
interested.  She  listened  carefully  as  customers  explained  what  they  wanted  and 
tried  to  confirm  their  wishes  by  describing  things  in  her  own  words.  Farah  rarely 
had  a  dissatisfied  customer  but  when  she  did  she  remained  calm  and  listened 
carefully  to  the  customer's  complaints.  She  was  concerned  for  her  customer  and 
did  her  best  to  overcome  the  problems.  Farah  used  her  communication  skills  to 
satisfy  clients  and  increase  business. 


lime  management  skills 

...using  time  in  a  satisfying  and  productive  way. 


■j 


You  know  you  have  time  management  skills  when  you... 

Have  a  balance  in  all  the  things  you  do  in  your  life. 

1U  Plan  how  you  will  use  your  time. 

*Q  Predict  how  much  time  things  will  take. 

Q  Check  how  you  use  your  time  and  make  changes  for  the 
better. 


I 


John  had  several  things  to  do.  He  needed  to  finish  a  task  for  work,  clean  the 
house,  buy  groceries  and  visit  with  his  mother  in  the  hospital.  John  didn't  know 
how  he  would  get  everything  he  needed  to  do  done.  He  made  a  list  of  all  the 
things  he  needed  to  do.  He  decided  that  visiting  his  mother  was  most  important. 
After  visiting,  he  would  complete  his  task  for  work.  He  knew  he  could  get  these 
things  done.  If  he  had  time  he  would  clean  and  shop.  If 
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appearance  and 
dress  skills 

...presenting  yourself  in  the  workplace  in  a  way  that 
makes  sense  for  the  type  of  job  and  for  safety. 


1  You  know  you  have  appearance  and  dress  skills  when  you... 

Q  Bathe  regularly. 

|~~[  Use  deodorant. 

J  Q  Wash  your  clothes  regularly. 

Dress  neatly. 

Q  Dress  in  a  similar  manner  to  others  at  work. 

|         Wear  a  uniform  if  required. 

Wear  safety  equipment  if  required. 

'[""]  Wear  hair,  make-up  and/or  jewellery  in  a  fashion  that  meets 
standards  set  by  your  employer/contractor. 


Ahmed  was  not  sure  what  to  wear  to  his  job  interview.  He  was  being 
interviewed  for  a  position  as  a  salesperson  at  an  electronics  outlet  but  did  not 
have  much  money  for  new  clothes.  He  visited  the  store  the  day  before  his 
interview  to  see  what  staff  wore.  He  decided  that  his  dress  pants  and  shirt  and 
tie  would  be  best  for  the  interview.  Ahmed  shaved  and  tied  his  hair  back. 
He  got  the  job  and  decided  to  budget  money  for  new 
dress  clothes  from  his  first  two  pay 


cheques.  He  knew  that 
appearance  and  dress  would 
have  a  big  influence  on  how 
successful  he  was  on  the  job. 


negotiation  skills 

...working  to  get  what  you  want  from  someone  in  a  way 
that  is  "win-win"  for  both  of  you. 
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You  know  you  have  negotiation  skills  when  you... 

T~|  Describe  situations/problems  to  the  person  you  are 
negotiating  with  clearly  and  calmly. 

T~|  Explain  how  you  feel  and  think  about  the  situation/problem 
to  the  person  you  are  negotiating  with  clearly  and  calmly. 

Ask  for  what  you  want  in  a  reasonable  and  specific  way. 

[""]  Recognize  the  point  of  view  of  the  person  you  are  negotiating 
with. 

□  Make  sure  the  person  with  whom  you  are  negotiating  benefits 
from  the  agreement. 

Q  Show  a  willingness  to  adjust  what  you  want  if  the  other 
person  adjusts  what  he  or  she  wants. 

Are  honest. 


Darl  loved  being  a  cook.  He  was  working  part-time  in  one  restaurant  and  had 
just  started  a  second  part-time  job  at  another.  He  loved  the  atmosphere  at  the 
new  restaurant  but  had  a  problem  with  Liz,  one  of  the  waitresses.  It  was  agreed 
that  she  would  distribute  a  portion  of  her  tip  money  to  each  of  the  cooks  but  she 
was  not  including  Darl  in  her  payouts.  Darl  was  angry  but  he  approached  Liz 
calmly.  He  explained  the  situation  clearly  and  remained  patient  as  she  told  him 
that  it  wasn't  her  job  to  track  him  down  at  the  end  of  every  shift.  Darl  explained 
that  he  felt  he  deserved  the  money  because  he  helped  provide  good  customer 
service  by  having  good  quality  orders  prepared  on  time.  He  arranged  to  meet  Liz 
after  her  shift  so  she  did  not  have  to  go  out  of  her  way  to  find  him.  Darl  was 
clear  and  reasonable  in  his  negotiations 
and  managed  to  get  what  he 
wanted  in  a  way  that 

benefited  both  himself  {{  ^— fWAVJL— -^-^  ^j) 

and  his  co-worker.  ^ 


ft 


work  and  lifestyle 
balance 

l|  ...sorting  and  managing  your  personal  and  work 
responsibilities  in  a  manner  that  is  right  for  you. 

You  know  you  have  work  and  lifestyle  balance  when  you... 

'Q  Recognize  the  impact  of  work  on  your  family. 

T71  Trust  your  family  to  support  you  in  your  work. 

*Q  Find  child  care  that  you  are  comfortable  with,  if  you  need  it. 

Q  Identify  problems  and  resolve  them. 

□  Fulfil  your  work,  family  and  personal  commitments. 

T~~|  Have  time  for  yourself  and  activities  you  enjoy. 


Beth  had  hunted  long  and  hard  for 
this  clerical  position  and  she  was 
determined  to  work  harder  than 
everyone  else  to  keep  it.  On  top  of 
working  extra  hours  each  day,  she  was  taking  a 
computer  course  three  nights  a  week.  Beth  had  eliminated  her  family 
and  social  life,  plus  she  was  not  eating  or  sleeping  well  trying  to  maintain  her 
hectic  schedule.  She  had  become  irritable  with  co-workers,  took  her  lunch  and 
coffee  breaks  at  her  desk  and  was  beginning  to  dislike  her  work  and  workplace. 
A  close  friend's  concern  for  her  health  helped  her  realize  she  had  lost  her 
balance  between  work  and  personal  leisure  time.  She  helped  Beth  create  a  list  of 
her  favourite  activities  and  people  to  build  into  her  schedule.  Beth  decided  to 
walk  part  way  to  and  from  work  three  days  a  week,  never  eat  lunch  at  her  desk, 
catch  up  on  family  and  friends  weekly  and  treat  herself  daily  in  some  special 
way  for  how  hard  she  worked.  Having  a  better  lifestyle  balance  has  not  lessened 
her  hectic  schedule,  but  has  helped  her  be  a  more  effective  employee  and  to 
revive  her  formerly  cheerful  disposition. 


A 


Personal  evidence 


Sf  overcoming  cidclictions 

I  ...skilb  for  recognizing  and  dealing  with  things  yon  do 
J|™  1  over  and  over  that  you  cannot  control 

You  know  you  have  skills  to  overcome  addictions  if  you... 

TT~}  Know  that  an  addiction  such  as  substance  abuse  or  gambling 
is  harmful. 

CI  Admit  to  any  addictions  you  have. 

C]  See  your  addiction  as  something  you  can  overcome. 

r~[  Learn  about  addictions. 

O  Identify  the  reasons  for  your  addiction. 

|71  Get  help  or  treatment  for  your  addiction. 

til  Follow  the  help  or  treatment  you  get  for  your  addiction. 


Pedro  did  not  feel  his  personal  life  was  any  business  of  his  employer.  But  his 
employer  warned  him  that  his  job  was  in  trouble  if  he  didn't  stop  drinking  each 
night  after  work.  His  employer  pointed  out  that  the  quality  of  his  work  was 
suffering.  His  girlfriend  and  his  parents  were  on  his  case.  After  an  argument  at 
work,  he  shoved  one  of  his  supervisors  and  was  sent  home.  He  was  given  a 
week  to  arrange  a  counselling  appointment  for  his  drinking  or  lose  his  job. 
Pedro's  girlfriend  offered  to  go  with  him  for  support  to  see  an  addictions 
counsellor  and  he  agreed.  Once  he  heard  from  and  saw  others 
with  similar  problems  trying  to  change, 


Personal  evidence 


skills  for  overcoming 
unfairness 

l|  ...dealing  with  the  fact  that  sometimes  people  may 
treat  you  unfairly  based  on  who  they  think  you  are, 
not  who  you  really  are. 


You  know  you  have  skills  for  overcoming  unfairness  when  you... 

*[""]  Know  unfairness  exists. 

Believe  that  even  if  you  are  treated  unfairly  this  will  not 
prevent  you  from  reaching  your  goals. 

Q  Believe  in  yourself. 


Rita  was  looking  for  a  new  apartment.  She  found  a  nice  basement  suite  and 
wanted  to  rent  it.  However,  when  the  owner  found  out  Rita  was  on  welfare,  he 
refused  to  rent  it  to  her  saying,  "I  don't  want  this  place  trashed."  Rita  asked  the 
owner  why  he  thought  she  would  do  this.  She  asked  the  owner  to  call  her  social 
worker  and  to  check  her  references.  Rita  was  hurt  by  the  owner's  unfairness.  She 


A 


stress  management  skills 

...skills  to  cope  with  all  the  demands  and  pressures  in 
your  life. 


You  know  you  have  stress  management  skills  when  you. 

TT\  Know  what  causes  stress  for  you. 

T~"|  Know  that  some  stress  is  good. 

17]  Accept  stress  that  you  cannot  control. 

17]  Do  something  about  stress  that  you  can  control. 


Hannah  has  a  lot  of  demands  on  her  time.  She  is  a  single  mother  of  two  who  is 
trying  to  give  her  kids  a  good  life.  Hannah  works  part  time  but  needs  the  support 
of  social  services  to  pay  her  bills.  She  finds  herself  working  shifts  on  short  notice 
and  has  to  try  to  arrange  for  childcare.  When  work,  raising  children,  and 
financial  stress  become  overwhelming,  Hannah  knows  she  has  too  much  stress. 
She  arranges  for  her  sister  to  watch  the  kids  for  an  evening.  She  takes  some  time 
for  herself,  to  go  for  a  walk  or  have  a  long,  hot  bath.  When  her  head  is  clear 
Hannah  takes  some  time  to  make  a  to-do  list  and  decides  what  needs  to  be  done 
and  what  can  wait.  Hannah  is  managing  stress. 
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money  management 
skills 


||  ...help  you  live  on  the  money  yon  have  or  earn. 


You  know  you  can  manage  your  money  when  you. 

fT]  Have  goals  for  managing  your  money. 

T"j  Know  your  monthly  income  and  expenses. 

171  Have  a  Dudget  plan. 

17]  Follow  your  budget  plan. 

"Q  Make  changes  to  your  budget  when  necessary. 


Sarah's  parents  gave  her  a  living  allowance;  she  managed  her  own  monthly 
expenses  for  clothing,  entertainment  and  pocket  money.  Sarah  had  to  budget  her 
allowance  each  month,  keep  track  of  expenses,  save  towards  a  contingency  fund 
to  manage  the  "unexpected"  and  provide  a  record  of  her  accounts  upon  request 
(her  parents  wanted  to  know  how  she  spent  her  money).  As  a  result  of  the 
responsibility  imposed  upon  her,  Sarah  has  become  conscious  of  her  finances 
and  has  learned  to  manage  her  expenses  effectively. 


A 
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s  building  relationships 

...developing  and  participating  in  relationships  with 
family,  friends,  acquaintances,  contacts  and  others  who 
|j  will  help  you  and  whom  you  are  willing  to  help. 

You  know  you  can  build  relationships  when  you... 

|J]  Know  you  need  help,  ask  for  help,  and  use  the  help. 
f~"[  Are  specific  about  the  help  you  need. 

Make  friends  with  people  in  similar  circumstances. 

Show  a  genuine  interest  in  the  interests  of  others. 

f""]  Make  the  effort  to  identify  others'  needs. 

*[]""]  Show  a  willingness  to  help  others  as  much  as  they  can  help 
you. 

*Q  Ask  for  help  in  ways  that  make  it  easy  for  others  to  help  you. 

|U  Find  people  who  can  give  you  advice  on  particular  issues. 

Q  Find  people  who  can  give  you  instruction  on  particular  issues. 

Find  people  who  can  help  you  get  money/equipment/ 
resources  to  help  with  a  particular  issue. 

Tl  Find  people  who  can  connect  you  with  other  people  who  may 
be  helpful. 

Find  people  who  can  coach  you  on  a  specific  issue. 
n  Thank  those  who  give  you  help. 


A 


Going  back  to  school  was  a  big  step  but  it  was  one  Carlos  knew  he  had  to  take. 
The  employment  centre  had  provided  him  with  a  lot  of  help  in  his  decision  to 
return  to  school  but  Carlos  knew  they  couldn't  go  with  him.  The  counsellor  at  the 
school  also  helped  him  apply  for  the  student  finance  that  he  needed.  His  wife  and 
family  were  a  big  support  when  he  needed  to  talk  about  problems  he  was  having. 
He  started  getting  to  know  some  of  the  people  in  his  classes.  When  they  talked  to 
Carlos  he  realized  that  they  had  some  problems  similar  to  his  own  and  he  learned 
a  lot  from  their  stories.  Carlos  met  one  of  these  new  friends  to  talk  about  an 
assignment  over  coffee  before  class  one  morning.  He  was  building  relationships 
that  supported  his  effort  to  get  a  better  education. 
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i  information  skills 


...skills  required  to  find  and  understand  information 
relevant  to  reaching  your  vision,  doing  your  work,  or 
U  living  life  the  way  you  want  to. 

You  know  you  have  information  skills  when  you... 

*["*"]  Determine  the  kinds  of  information  required  to  make  decisions 
or  take  action  in  a  situation. 

t\^2  Identify  a  number  of  good  sources  of  information. 

f~]  Find  information  from  a  variety  of  sources. 

f~~]  Analyze  the  information  critically  by  looking  at  biases  and 
accuracy. 

[~~]  Integrate  the  information  so  you  can  form  an  opinion. 

Determine  the  implications  of  the  information  you  have  found. 

T7]  Recognize  that  some  information  may  be  incorrect  and  that 
you  may  have  to  adjust  your  opinions. 


Although  Helen  was  currently  working  in  the  food  service  industry,  she  really 
wanted  to  be  a  fitness  instructor.  She  went  back  to  her  old  school  to  speak  to 
her  physical  education  teacher  about  different  levels  of  training  available  beyond 
high  school.  Her  teacher  knew  a  health  club  manager  that  Helen  could  speak  to 
and  Helen  remembered  an  aerobics  instructor  from  whom  she  had  taken  a 
course  six  months  earlier.  By  speaking  to  them,  Helen  found  the  YMCA  offered 
an  aerobics  certification  course  evenings  and  weekends  and  the  health  club 
would  allow  her  to  assist  with  an  aerobics  course  as  a 
volunteer  if  she  was  enrolled  in  the 
training  course  at  the  "Y."  Helen  was 
now  more  content  with  her  waitressing 
job  because  it  was  paying  for  her 
aerobics  course.  Her  volunteer  work 
at  the  health  club  spread  to  other 
duties  and  they  allowed  her  to  A 
participate  in  other  fitness  (( / 

sessions  free  of  charge.  Anxious  to  \ 


apply  for  work  as  an  aerobics/fitness  instructor  upon  completion  of  her  course, 
Helen  decided  that  with  the  flexible  hours  in  waitressing  she  would  try  to 
maintain  both  jobs.  She  had  effectively  managed  them  both  to  this  point  and  she 
liked  the  variety  as  well  as  two  pay  cheques. 


Personal  evidence 


value  management  skills 

...acting  on  what  is  most  important  to  you  and  others. 


You  know  you  have  value  management  skills  when  you... 

*[""]  Take  the  time  to  think  about  your  actions  in  terms  of  their 
importance  to  you  and  others. 

Recognize  the  likely  impact  of  your  actions  on  yourself  and 
others  before  you  act. 

*[""]  Look  for  ways  to  add  value  to  your  life,  others'  lives  and  the 
worksite. 

Continuously  assess  your  actions  from  a  value  perspective. 


Lena  is  a  teacher.  She  was  faced  with  a  dilemma  when  she  had  her  first  child. 
Lena  wanted  to  remain  in  the  education  field  but  it  was  important  to  her  to  stay 
at  home  with  her  child.  She  considered  her  options  and  the  different  effects  they 
had  on  her  family,  her  employer  and  herself.  During  the  last  two  months  of  her 
pregnancy  Lena  started  to  look  into  alternative 
employment  in  education.  She  was 
fortunate  enough  to  find  a  contract 
marking  distance  learning  lessons  for 
a  correspondence  school.  This 
allowed  Lena  to  stay  current  with 
new  education  developments,  spend 
time  with  her  child  and  still  earn  an 
income.  Lena  and  her  family  made 
some  sacrifices  but  find  the  benefits 
outweigh  the  costs.  They  are  practicing 
value  management. 


*  basic  skills 

...the  abilities  to  read,  write  and  use  numbers. 

m  »•'"!] 

You  know  you  have  basic  skills  when  you... 

[~~]  Have  the  ability  to  read  and  write. 

wk     TZ1  Have  me  ability  to  use  numbers  and  solve  simple  math 
problems. 

Q  Have  at  least  the  minimum  education  that  employers/ 
contractors  are  looking  for  when  hiring/contracting  at  the 
entry  level. 


Ty  Lee  is  working  towards  an  IOP  (Integrated  Occupation  Program)  Certificate  in 
high  school  where  class  time  is  divided  equally  between  academic  subjects  and 
vocational/CTS  courses.  He  has  developed  excellent  employability  skills.  Lee  has 
focussed  his  training  in  both  Commercial  Cooking  and  Construction  Technology. 
He  has  demonstrated  the  ability  to:  read  recipes;  complete  inventory  sheets; 
write  out  daily  menu  items  on  the  menu  board;  measure  ingredients;  and  present 
all  required  projects  for  evaluation  in  Commercial  Cooking.  In  Building 
Construction  Technology,  Lee  has  learned  to:  measure  and  cut  accurately  within 
2mm;  read  blueprints  and  directions  accurately;  follow  safe  work  practices;  and 
operate  power  tools  competently.  He  speaks 
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work-specific  skills 

...skills  that  an  employer  or  client  wants  workers  to 
have  before  hiring.  These  skills  go  beyond  basic  skills 
and  are  directly  related  to  the  work. 

You  know  you  have  work-specific  skills  when  you... 

T""]  Have  the  specific  skills  employers/clients  ask  for  in  the  work 
you  are  interested  in. 

Q  Have  the  skills  to  achieve  the  outcomes  expected  by  the 
employer/client. 

O  Have  certification/proof  of  your  skills,  if  necessary. 


Krista  was  ready  for  a  new  job.  She  had  always  wanted  to  work  with  computers 
and  seemed  to  have  a  natural  talent  for  it.  She  noticed  that  most  clerical  work 
advertisements  asked  for  word  processing  and  spreadsheet  experience.  Krista 
asked  around  and  found  out  which  programs  were  most  popular.  She  arranged  to 
experiment  with  these  programs  on  a  friend's  computer.  Krista  decided  to  take  a 
night  course  and  got  her  certificate  in  the  word  processing  and  spreadsheet 
programs.  She  improved  on  her  new  skills  as  a  volunteer  in  the  school's  office. 
After  applying  to  several  companies,  Krista  got  an  interview  because  of  her 
work-specific  skills. 
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ability  to  use  learning 
opportunities 


Ij  ...the  skills  to  improve  your  skills. 


You  know  you  have  the  ability  to  use  learning  opportunities 
when  you... 

T~]  Know  the  skills  that  you  wish  to  develop. 

C]  Know  the  full  range  of  learning  opportunities  that  are 

available  to  you  (e.g.,  courses,  workshops,  co-worker  help, 
supervisor  help,  mentors). 

O  Take  initiative  when  it  comes  to  your  own  learning. 

IH  Keep  track  of  what  you  learn. 


Taryn's  dream  was  to  be  a  social  worker.  She  liked  helping  others  and  knew  she 
needed  to  continue  developing  her  personal  and  communication  skills.  During 
the  summer  in  grade  10  she  volunteered  for  a  "Leaders  in  Training"  program  at 
the  General  Hospital.  She  gained  confidence  in  her  ability  to  work  with  others 
and  help  the  elders  as  a  volunteer.  At  school  she  joined  the  Peer  Support  Team  to 
help  other  students  and  further  develop  her  communication  abilities.  She 
attended  a  Suicide  Intervention  Workshop  and  assisted  on  various  campaigns 
like  S.A.D.D.  (Students  Against  Drunk  Driving)  to  improve  student  "wellbeing." 
She  also  completed  a  Health  Sciences  CTS  course  and  her  first  aid 
certification.  In  grade  12  she  enrolled  in  a  Career  Development 
course  and  took  work  experience  at  the  local  health  unit 
which  broadened  her  outlook  in  the  helping 
field.  Taryn  has  really  taken  advantage  of 
her  learning  opportunities.  She  is 
confident,  optimistic  and  excited 
about  her  future. 
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gaining  experience 

...a  way  of  developing  your  skills  and  showing 
employers  that  you  are  dependable  and  can  do  the  job. 


You  know  you  are  gaining  experience  when  you... 

Tj)  Have  been  a  volunteer 

Have  looked  for  part-time  or  temporary  work. 

Q  Have  asked  an  employment  or  career  counsellor  if  you  can 
participate  in  a  work  experience  program. 


Terri  was  interested  in  becoming  a  childcare  worker.  She  was  having  trouble 
finding  a  job.  Many  employers  told  her  she  did  not  have  enough  experience 
working  with  children.  Terri  went  to  the  Volunteer  Centre  and  asked  if  there  was 
any  volunteer  work  she  could  do  with  kids.  The  Centre  matched  her  to  an  after- 
school  program  at  a  community  centre  two  afternoons  a  week.  Terri  also 
began  to  look  for  part-time  or  temporary  work  in  childcare.  Her 
counsellor,  knowing  her  interests,  was  also  trying  to  help  her 
and  suggested  she  look  into  an  on-the-job  training  program. 
Terri  is  still  looking  for  work  but  has  increased  her  chances 
of  success  by  getting  experience  in  the  childcare  area. 


A 
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working  with  others/ 
collaboration  skills 

lj  ...skills  you  require  to  cooperate  with  others  within  or 
outside  the  workplace  leading  to  a  shared  result. 


You  know  you  can  work  with  others  and  have  collaboration 
skills  when  you... 

*[""[  Show  excitement  about  working  with  others. 
f~]  Listen  carefully  to  others. 

*Q  Exchange  information,  resources  and  talent  with  others. 

*[""]  Commit  effort  and  resources  to  individuals  within  and  outside 
of  your  workplace. 

Take  responsibility  for  tasks  assigned  to  you  by  team  members. 
Provide  feedback  to  and  accept  feedback  from  others. 
Adjust  and  compromise  with  others  when  you  are  able. 
*[]"]  Can  see  a  project  from  everyone  else's  point  of  view. 


Shauna  is  working  on  a  project.  She  knows  every  other  member  of  the  team 
she's  working  with  on  the  project,  but  she  has  not  had  the  opportunity  to  work 
with  any  of  them  before.  She  realizes  that  in  order  to  be  a  part  of  a  collaborative 
environment,  she  will  have  to  fit  her  skill  set  in  with  the  strengths  of  each  of 
the  other  group  members.  Shauna  takes  the  time  to  talk  to 
every  member  of  the  group,  clarifying  the  skills  -> 
and  attitudes  each  brings  to  the  project.  In  Jj> 
doing  this,  she  is  able  to  begin  to  see  the  project  <  (A\ 

through  everyone  else's  eyes.  She  then  figures  /JV\  A 

out  how  she  can  best  use  her  skills  to  contribute  to  u  6 

the  efforts  of  the  group.  Shauna  is  beginning  to  use 
her  collaboration  skills. 
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a  understanding 
organizational  operations 

...knowing  how  organizations  work  and  why  they 
function  the  way  they  do. 

You  know  you  understand  organizational  operations  when 
you... 

T""|  Know  what  an  organizational  vision  is. 

f  |  Know  how  money  enters  an  organization  (e.g.,  through 
earnings,  grants,  taxes). 

*[""]  Know  how  money  is  spent  within  an  organization  (e.g., 
through  salaries,  overhead  costs,  direct  costs). 

T""]  Know  how  profit  is  made  by  for-profit  organizations. 

HI  Know  how  workers  add  value  to  an  organization. 


Jacques  was  contracted  by  a  company  to  install  stereos. 
Jacques  was  paid  for  every  installation,  not  by  the  hour. 
He  knew  the  company  charged  the  customers  about  three 
times  what  they  paid  him.  He  was  okay  with  this,  because  he 
knew  that  it  cost  the  company  his  wages  plus  money  for 
marketing,  customer  service,  rent,  heat,  light,  insurance  and 
equipment.  Jacques  figured  out  that  after  his  charges  and  all 
these  other  costs,  the  company  made  a  moderate  profit. 
Jacques  understood  organizational  operations. 
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developing  personal 
strengths 

§J  ...building  on  your  knowledge,  skills,  interests  and 
attitudes  to  develop  new  skills  and  improve  other  ones. 


You  know  you  are  developing  personal  strengths  when  you... 

T"~]  Know  what  your  strengths  are. 

□  Use  all  of  your  abilities. 

T~~[  Show  an  openness  to  learning. 

T~]  Set  personal  goals. 

T~|  Find  role  models. 

||[)  Read  and  take  workshops  for  self- 
improvement. 

*Q  Learn  about  yourself  and  accept  yourself. 

Meet  your  own  limitations  with  creativity. 

f~]  Take  the  risk  to  develop  skills. 

T""]  Recognize  how  the  work  you  are  doing 
contributes  to  your  skills. 


Renee  was  ready  to  return  to  work  after  raising  a  family.  She 
had  been  a  draftsperson  before  and  still  wanted  to  apply  her  (J" 
skills  in  this  type  of  work.  Renee  had  stayed  in  touch  with  a 
few  of  the  people  with  whom  she  used  to  work  and  mentioned  her  interest  in 
returning  to  the  work  force.  She  found  out  that  a  lot  had  changed  over  the  past 
10  years  and  that  she  needed  some  serious  upgrading.  Renee  learned  what  was 
in  demand  by  asking  her  contacts  and  began  to  take  CADD  courses.  She  worked 
hard  to  learn  the  new  technology  and  took  advantage  of  a  volunteer  opportunity 
at  the  firm  where  she  had  formerly  worked.  Renee  had  learned  enough  to  be 
hired  on  a  four  month  drafting  contract  with  a  building  contractor.  She  knew  she 
had  to  keep  developing  personal  strengths  to  keep  up  with  new  technology  and 
remain  competitive  but  she  was  feeling  confident  about  her  future. 


A 


Personal  evidence 


building  toward  a  vision 

...setting  out  a  vision  for  your  life  and  specific  short- 
term  goals/experiences  that  move  you  closer  to  your 
lj  vision. 


You  know  you  are  building  toward  a  vision  when  you... 

T~|   Believe  you  have  and  deserve  a  meaningful  place  in  society. 

T7]   Analyze  yourself  and  know  your  assets  (skills,  knowledge, 
attitudes,  values,  beliefs,  interests,  relationships). 

t7l   Use  career  counselling/education  services  if  you  need  them. 

n   Have  a  dream  or  vision  for  yourself. 

O   Identify  moves  that  may  take  you  closer  to  your  vision  (by 
reading  or  talking  with  people). 

Tl   Set  short-term  goals  that  may  take  you  closer  to  your  vision. 

F"~]   Identify  the  steps  that  you  need  to  take  to  reach  your  short- 
term  goals. 

O   Know  the  time  it  will  take  to  reach  your  short-term  goals. 

CU   Identify  the  barriers  that  may  prevent  you  from  reaching  your 
short-term  goals. 

C3   Know  how  you  will  overcome  barriers. 

"Q   Act  on  the  steps  you  identified  to  reach  your  short-term 
goals. 

O   Adjust  your  goals  as  you  and  situations  change. 

CU  Have  a  number  of  alternative 
goals  so  that  when  one  fails, 
others  take  over. 


A 


Ryan  was  a  conscientious  student  and  a  good  athlete  in  school.  Although  the 
waiting  lists  for  training  were  long  and  the  competition  was  fierce,  he  was 
committed  to  becoming  a  firefighter  in  Alberta.  He  was  determined  to  research  the 
occupation  and  get  whatever  relevant  training  he  could  from  job  shadowing, 
volunteering  at  the  hospital  emergency  ward,  and  taking  advanced  first  aid  (EMR) 
through  evening  classes.  He  networked  and  used  all  his  resources  to  get  accepted 
into  and  complete  his  EMT-A  (emergency  medical  technician)  training.  After  his 
ambulance  attendant  practicum,  he  took  any  shift  and  short  term  contract  he 
could  get  to  refine  his  skills.  He  ran,  cycled,  hiked  and  worked  out  constantly  to 
prepare  for  the  extreme  fitness  testing  for  the  firefighter  recruiting  process.  Four 
jyears  after  his  graduation  from  high  school,  Ryan  was  accepted  and  short-listed  for 
fire  training  with  the  city  fire  department.  He  submitted  his  name  to  fight  forest 
fires  during  the  summer  while  waiting  for  his  call  to  training.  Ryan  has  a  dream,  a 
vision  for  himself  that  so  far  has  helped  him  to  overcome  many  barriers.  He  has 
learned  to  set  short-term  goals  that  will  take  him  closer  to  his  vision.  He  has 
developed  confidence  in  himself  and  his  ability  to  adapt  and  adjust  time  lines  to 
meet  his  goals.  When  he  gets  there,  the  fire  department  will  be  very  fortunate  to 
ave  Ryan  as  a  trainee  firefighter. 
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understanding  the  work 
role 

■j  ...knowing  the  work  duties,  role  qualifications,  and  how 
to  apply  for  work  that  interests  you. 

You  know  you  understand  the  work  role  when  you... 

|U  Know  the  products,  services  and  needs  of  the  company  that  is 
hiring/contracting. 

*f""]  Know  about  the  work  itself,  including  the  expected  outcomes, 
duties  and  working  conditions. 

[~~[  Know  the  qualifications  needed  to  do  the  work. 

Q  Know  where  and  how  to  apply  for  the  work. 

til  Know  the  standards  of  dress  and  appearance  the  company/ 
client  expects. 

lilf  Know  if  you  are  in  a  competitive  position  to  apply  for  the 
work. 


Al  wanted  to  work  as  an  auto  body  technician.  He  had  an  uncle  who  owned  a 
small  autobody  shop  but  there  was  not  enough  work  there  for  him.  Al's  uncle 
took  the  time  to  explain  the  duties  he  would  have  as  a  technician  and  let  him 
work  around  the  shop  on  weekends.  Al  talked  with  the  journeyman  auto  body 
technician  at  the  shop  a  lot  and  learned  about  the  qualifications  he  needed  to  get 
into  an  apprenticeship  program.  Being  around  the  shop  just  confirmed  for  Al  that 
auto  body  was  the  right  kind  of  work  for  him.  Al's  uncle  told  him 
about  an  auto  body  company  he  knew  of  that  was  looking  for 
first  year  apprentices.  He  explained  that  the  best  way  to  get 
the  job  would  be  to  go  in  person  and  talk  to  the  manager.  (t 
Al  prepared  a  resume  explaining  the  qualifications  he 
had  for  the  job,  obtained  a  transcript  of  his  high 
school  marks  and  a  driver's  abstract.  The 
employer  was  impressed  by  Al's  knowledge  of 
auto  body  and  offered  him  an  opportunity  to 
start  an  apprenticeship  with  his  company. 
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understanding/preparing 
marketing  documentation 

l|  ...present  your  knowledge,  skills,  attitudes  and 
experience  in  written  form  to  employers/clients. 


You  know  you  understand  and  can  prepare  marketing  documen- 
tation when  you... 

Q  Know  the  type  of  documents  the  employer/contractor  requires 
{e.g.,  resume,  application  form,  proof  of  education,  proposal, 
thumbnail  sketch,  brochure,  business  card). 

T7]  Have  an  up-to-date  resume. 

T""]  Have  prepared  a  proposal,  if  required. 

T""]  Have  prepared  a  brochure,  if  required. 

T~\  Have  prepared  a  business  card,  if  required. 

f  |  Have  prepared  a  thumbnail  sketch,  if  required. 

*[~]  Have  completed  an  application  form,  if  required. 

fj]  Have  presented  your  abilities  in  a  clear,  complete  and  succinct 
manner. 

Q  Have  made  what  you  can  achieve  clear  to  the  employer/ 
contractor. 

[""]  Have  written  a  cover  letter. 

*Q  Have  provided  proof  of  education,  training  or  experience,  if 
required. 

Have  met  the  deadline  for 
applying  for  work,  if  required. 

*[""]  Have  given  the  information  to 
the  right  person. 


Maria  saw  a  job  as  a  salesperson  advertised  in  the  newspaper.  She  phoned  the 
company  and  asked  how  she  should  apply  and  what  the  firm  was  looking  for.  She 
was  told  that  a  high  school  diploma  and  sales  experience  were  needed.  She  was 
^lso  told  to  send  a  resume  by  the  end  of  the  week.  Maria  asked  her  brother  for 
!help  and  together  they  developed  a  resume.  The  resume  put  her  high  school 
education  and  sales  experience  right  up  front.  She  wrote  a  covering  letter 
|  outlining  why  she  would  be  a  good  choice  for  the  company.  Maria  finished  her 
(resume  and  letter  the  day  before  the  application  deadline.  She  knew  that  if  she  put 
jher  documents  in  the  mail,  they  would  not  get  there  on  time.  Even  though  it  was 
ia  pain,  Maria  took  a  bus  to  the  company  and  delivered  her  package  by  hand.  The 
manager  was  very  friendly  and  told  Maria  she  would  be  contacted  soon. 
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work  interview  skills 

...the  ability  to  present  your  knowledge,  skills  and 
attitudes  to  an  employer/contractor  during  a  formal 
■j  interview. 


You  know  you  have  work  interview  skills  when  you... 

17]  Have  developed  a  list  of  possible  interview  questions  and 
answers. 

Have  practiced  answering  these  questions. 
T""}  Know  what  is  appropriate  to  wear  for  the  interview. 
T""]  Know  the  location  of  the  interview. 
*[7]  Know  the  questions  you  would  like  to  ask. 
|U  Have  followed  up  with  the  employer/contractor. 


Ivan  had  an  interview  for  a  position  on  a  project  he  wanted  to 
work  on.  Ivan  knew  he  could  do  what  was  needed  to  complete 
his  part  of  the  project  but  was  nervous  about  the  interview.  Ivan 
had  been  working  with  a  counsellor  and  asked  for  help. 
Together  they  developed  a  list  of  possible  interview  questions 
and  practiced.  Ivan  was  even  brave  enough  to  let  the  counsellor 
videotape  one  of  these  sessions.  When  he  looked  at  the 
videotape,  Ivan  felt  pretty  positive  he  could  do  well  in  an 
interview.  He  learned  he  would  have  to  focus  on  making  eye 
contact  with  his  interviewers.  Ivan  asked  for  advice  on  what  to 
wear.  He  made  sure  he  had  the  right  time  and  location  for  the 
i    interview.  Ivan  was  prepared  for  his  interview.  He  was  confident  he 
could  present  his  knowledge,  skills  and  attitudes,  as  well  the 
outcomes  he  could  achieve,  to  the  project  manager.  Ivan  was 
developing  his  work  interview  skills. 
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observer's  workability  factors  checklist 

Workability  is  about  putting  together  a  number  of  related  abilities  in  a  way  that 
works  for  your  personality  and  situation. 

Workability  Attitudes 

CI  Dependability 

O  Integrity/Honesty 

Q  Concern  for  Quality  ^^^^ 

CU  Independence  and  Initiative 

C]  Commitment  to  an  Employer/Work 

O  Risk-Taking 

Q  Courtesy 

Universal  Workability  Skills 

tU  Adaptability  Skills 

[""]  Problem-Solving/Decision-Making  Skills 

[""[  Overcoming  Addictions 

HI  Communication  Skills 

Time  Management  Skills 

"Q  Appearance  and  Dress  Skills 

H  Negotiation  Skills 

T~|  Work  and  Lifestyle  Balance  |E  \^ 

H3  Skills  for  Overcoming  Unfairness 

Q  Stress  Management  Skills 

O  Money  Management  Skills 

IZ]  Building  Relationships 

Tl  Information  Skills 

T~[  Value  Management  Skills 


UJork  Know-How 

H]  Basic  Skills 

Q  Work-Specific  Skills 

Q  Ability  to  Use  Learning  Opportunities 

||j  Gaining  Experience 

T~]  Working  with  Others/Collaboration  Skills 

Q  Understanding  Organizational  Operations 

UJork  Search  Strategies 

|7]  Developing  Personal  Strengths 

U  Building  Toward  a  Vision 

T~[  Understanding  the  Work  Role 

*[""]  Understanding/Preparing  Marketing 
Documentation 

O  Work  Interview  Skills 


Worker's  Name:. 


Observer's  Signature:. 
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We'd  Like  to  Hear  From  Vou.. 


Date:  

Workability  Handbook 

Did  you  find  the  information  in  this  publication  useful? 
In  what  way? 


How  could  we  improve  it? 


Do  you  have  any  suggestions  for  other  products  that  would  be  of  value 
to  you? 


Would  You  Like  to  Receive  a  Catalogue  of  Our  Products? 

Name: 

Address 

Postal  Code 

Phone  FAX 


Please  Return  this  Form  to: 

Information  Development  and  Marketing 
Alberta  Advanced  Education  and  Career  Development 
8th  Floor,  10155  -  102  Street 
Edmonton,  AB  T5J  4L5 
Phone  (403)  422-1794 
FAX  (403)  422-5319 


National  Library  of  Canada 
Bibliotheque  nationale  du  Canada 


3  3286  51281  5123 


ADVANCED  EDUCATION  AND*3 
CAREER  DEVELOPMENT*1 


